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UNITED STATES DEPARTIENT OF AGRICULTURE 
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Marketing Quota Section 
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si ; MARKITING QUOTA INSTRUCTIONS (ee 


: bau (Burley T Tobacco, 1940-41 ilarketing Year) | 


3 hese instructions set forth the manner of handling records and 
| venorts used in connection with the marketing quota program (Burlez 
tobacco, 1940-41 marketing year). The responsibilities of ware- 
housemen, dealers and field assistants are outlined in that orcer. 
Section IV of these instructions lists the forms and reports to 

be used in connection with the prosran, together with instructions 

for the preparation of such foris and reports 


I Varehousemen 
The responsibilities of warehousemen with respect to records 
reports and payment of penalties are as rollows:. 


1. To obdsain a memorandum of sale (or a memorandum of 
~ suspended sale) to cover each marketing of tohacco 
from a farm through the warehouse and, also, to 
cover each lot of Feeds bought by the Warehouse 
sale; or, if a memorandum of sale is not obtained 
in the case of any nonwarehouse sale before the 
marketing card for the farm has been delivered to 
the farm operator, to have the "Certificate of 
County Office" executed on Torm 40-Tob-54, Bill 
of Nonwarehouse Sale. Ta 


2s To keep a record on Form 40-Tob-54, 3111 of Non- 
warehouse Sale, for each lot of tobacco purchased 
by the warehouse from a farmer at any place other 
than a warehouse sale. 


3. To obtain a Torm 40-Tob-38, Revised, ilemorandum of 
Suspended. Sale, to cover any me Seeetine. £ tobacco 
at a warehouse sale that is not [Vet & a 
memorandum of sole by the end of the sale day. 


4, To keep records so as to identify all purchases and 
resales made for the warehouse leat account and to 
maintain a separate account :rith respect to the amount 
of floor sweepinzs picked w and the disposition of 
such floor sweenings. 


5. o make aypropriate entries on Forms 40-Tob-35, Dealer's 
Record, showing the total purchases and eadlon made 
bev each Gealer during each sale Cay at the warehouse. 


6, To prepare a summary of each dav's business on Yorn 
40-Tob-36, Auction Warehouse Renort. 
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To prepare Torn 40-Tob-37, Report of Penalties, for each 
week in which any sales are mace subject to penalty. 


To submit to the larketing Quota Section, Agricultural Adjust- 
ment Administration, Yashington, D. C., all reports prenared 
during each weelx on Form 40-Tob-36 and Form 40-Tob-37 not 
later than the end of the next following calendar week, and 

to remit with such reports the venalty due. 


To compute the amout of penalty on each excess menorandunm 
of sale and each memorandum of suspended sale completed to 
show penalty. 


To keep the check register so as to show thereon the serial 
number of the memorandum of sale identifying each market— 
ing of tobacco from a farm with respect to which a check is 
written, or, in lieu thereof to keep the check register so as 
to show thereon the number of the warehouse bill(s) covering 
the marketing of tobacco vith respect to which the checl: is 
issued. 


To maintain records as provided under Section 23 of the 
Regulations (Form 40-“ob-57) and to make such records avail- 
able for exomination upon request by any representative of 
the ilarketing Quota Section. 


II Dealers 


The responsibilities of dealers with respect to records, reports 
and payment of penalties are as follows: 


i. 
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To obtain a meiorandum of sale to cover each purchase of 
tobacco directly from a farmer, or, if a memorandum of sale 
is not obtained in the case of any nonwarehouse sale befor 
the marketing card for the farm has been delivered to the 
farm operator, to have the Certificate of County Office" 
xecuted on Form 40-Tob-54, Bill of ilonwarehouse Sale. 
Hach memorandum of sale obtained shall not be valid unless 
all entries required thereon and on the marketing card are 
made, and in addition such memorandum of sale will snow 
he name and registration number of the dealer under tze 
heading "Warehouse and date issued". 


To obtain Form 40-Tob-54, Bill of Nonvwarehouse Sale, for 
each purchase of tobacco from a farmer at any place otner 
than a warehouse sale, 


To present to field assistants for approval and malsing of 
entries on Form 40-Tob-35, Dealer's Record, all memoranda 
of sale and all bills of nonwarehouse sale. 
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To obtein Form 40-Tob-3 5, Dealer's Record, from o field 
assistant and to keep records on sucil forms suowing all 
purchases and resales. This record is to be kent by each 


_déaler wio vesells (in the form in which farm tobacco is 


ordinarily sold) more then 10 nercent of the tobacco »ur- 
chased “by him, and in the case of any dealer who resells 
less than 10 percent of the tobacco purchased by him tne 
record is to be kept with respect to any tobacco which 
such dealer purchases directly from farmers at any place 
other than a warenouse sale. | 


To prepare Form 40-Tob-37, Report of Penalties, for each 
week in which any tobacco subject to penalty is purchased 
at any place other than a warehouse sale. 


To transmit to the Marketing Quota Section not later than 
the end of the calen@r weel: following the week covered 
thereby all reoorts prenared on Forn 40-Tob-85 and “orn 
40-Tob=-37 and to remit with such revorts the penalty due. 
The yellow cop? of Form 40-Tob-35 will be forwarded to the 
Marketing Quota Section and the white copy will be retained 
by the dealer 


To maintain records as provided under Section 24 of tne 
Regulations (Porm 40~Tob-57), and to male such records 
available for examination wpon request by any represent>tive 
of the liarketing Quota Section. 
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Responsibilities of field assistants with respect to records 
and. revorts are as follows: 


< 
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To issue memoranda of sale and memoranda of suspended ce 
and to check all within quota memoranda of sale and ne senda 
of USP ended sale issued by. varehousemen and all ere quota 
memoranda of sale issued by dealers. 


To prepare Form 40-Tod-39, Tield Assistant's Daily Report, 
covering each sale day for each warehouse. 


To forward to the field officer in pater the "County Office 
Copy" of oll memoranda of sole andthe "ii79.5¢. Cop". of all 
memoranda of suspended sale i a BAP, - sether with the field 


assistant's daily reports and the Wiarketing Quota Section 
Copy" and "County Office Cons" of Forms 40-Tob-54. 


To issue “orm 40-fob-35, Dealer's Record, and explain the 
rye 


use of. such form, and to make entries thereon with respect 
to purchases. mace by dealers directly from farmers. 
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paring reports. 


his duties. 


8, “Do report to the Harizeting Quota Section on Form 40-Tob-34, 
Report of Indicated Violation, all cases of annarent viola- 


tion of the Regulations. 


IV Forms. 


The following is a list of forms to be used in connection with 
the 1940-41 Burley. tobacco marieting quota program: 


Form 40- 


Tob-io. 


50 


2g 
30 
51 
52 


Within Quota liarieting Card... .- 
Within Quota iienorandum of Sale . 


xcess Marketing Card. . ..« «s+ - 

Excess liemorandum of Sale... - 
Record of Distribution of larketin 
Within Quota Listing Sheet... . 
Tercess Listing Sheet. . « + ws % 
Form Operator's Report ...+-+-: 
Report of Indicated Violation. . . 
Dealets Retota. fies =) alee 


Auction Warehouse Report .. +--+. 
Report of Penalties. . . 6 - «se > 
Rev. Register of Suspended Sales . 


Field Assistant's Daily Report. . 
Vearenouse Summary <. foes see 
Application for Return of Penalty 
Bill of nonwarehouse Sale. ./. » 
Correction of Memorandum of Sale . 


Transmittal Sheet ..«++ « s « & 


Harketing Quota Instructions .. + 
Daily Total Warehouse Sales .. 
Marketing Quota Regulations .«.. .- 


To assist junior field officers in preparing Form 40-Tob-40, 
Warehouse Summary, whenever possible. ° 


To supply warehousemen and. dealers with all necessary forms 


and to assist them, insofar as time is available after per- 
formance of other duties, in maintaining records and pre- 


To keep strictly confidential all information reported to 
or acquired by the field assistant in the performance of 
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Meld Assistant 


To be prepared by 


County Office 

Field Assistant, Yare- 
houseman or Dealer 
Count:7 Office 

Field Assistant 

State Office 

Count:; Office 

Counts Oxrice 

Farn Operator and 


“County Office 6 


Person reporting 

Dealer, Jarehouseman 

and Field Assistant x 
Warehousenan 

Warehouseman and Dealer 
Field Assistant and 
VWarehousenan 


Junior Field Officer 
Producer and County Office 
Varehouseman and Dealer 
Field Assistant 

Field Officer and County 
Office 

(Previously Issued) 

Field Assistant 
(Previously Issued) 
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TORS 40-TOB-50 AND 40-TOB-29, JIAPKETING CARD AND iSBUORANDUL OF SALE 


County offices will issue to the operator of each farm beni 
tobacco available for marketing a "Within Quota pcr a Card" or an 
"Excess Marketing Card''. Each marketing card contains ten menoranda 
of sale, which will be issued as provided below to “identify each nar- 
keting of tobacco from the farm. 

When a farmer calls at the warehouse office for his check, he 
should present his marketing card to the field assisita vho will 
issue a memorandum of sale. In the absence of a field assistant, a. 
warehousenan or dealer (in case of a nonwarehouse sale) may issue a 
within quota memorandum of sale. All memoranda of sale issued by a 
warehouseilan will be checked against the warehouse records and 
initialled by a field assistant. <Any menorandum issved by a cealer 
will not be accepted unless sunported by a bill of nonwarehouse sale 

Form 40-Tob-54)% 


In issuing memoranda of sale frou within quota marketing cards 

(Torm 40-Tob-50) the field assistant, warehouseman or dealer (in case 

of a nonwarehouse ssle) will enter the nome of the warehouse (or burrer's 
name and registration number and State), date memorandum issued, initials 
person issuing, pounds sold, gross price, date of sale (if menorandan 

of sale is aoe issued on the day of sale) anc the warehouse bill(s) 
number in the awnroprinte spaces on the "Purchaser's Copy" of the meno- 
randum of sale. The pouncs sold, gross price, name of warehouse (or 
buyer's name and registration number and Shateltand the date memorandun 
issued will be entered in the appropriate spaces on the "County Qfrice 
Copy" of the memorandum of sale. In the appropriate spaces on the inside 
cover of the marketing card, stamp the name and address of the war enouse 
and the date and enter the number of pounds covered by the memorandum of 
sale, (Incase of a nonwarehouse sale enter the name of the dealer, 

reg istration number and the date in lieu of the stamp used for warehouse 

sales.) he field assistant who issues or checlxs the memorandum of sale 
will ascertain that the name of the farm operator and the name and address 
of the colinty agricultural conservation association have been entered on 
the memorandum of sale. ‘The warehouse bill will be stamped with the 
ec ae to show that a memorandum of sale has been issued. 


Ont field assistants are authorized to issue mexoranda of sale 
from excess marketing cards (Form 40=-T0b-29). The field assistant will 
follow the procedure ovtlined above in issuing memoranda of sale “ron 
excess marketing cards, and in addition will enter in the appropriate 
spaces the percent excess (unless already entered) , the pounds sud ject 
.to penalty and the amount of penalty. The gross othe will be entered 
above the’ vords "Memorandum of Sale" on the "Purchaser's Copy". and. the 
warehouse bill(s) number will be entered above the serial mu:ber on. tlie 
"County Office Copy" of each memorandum of sale issued from an exeess 
marketing card, If the percent excess is not stow on the excess 
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memorandum of sale it will be obtained from the inside cover of the 
excess marketing card. The pounds subject to penalty and the amount 

of penalty will be computed by the field assistant, but the warehouseman 
or dealer should check the computation carefully since he is responsi- 
ble for payment of the penalty and cannot be relieved of such responsi- 
bility because of any error made by the field assistant. 


All memoranda of sale issued by the warehouseman shall be de- 
livered to the field assistant upon his request. At the end of each 
sale day the field assistant will forward the county office copy of all 
memoranda of sale and the "M.Q.S. Copy" of all memoranda of suspended 
sales, together with the original and first carbon copy of each "Field 
Assistant's Daily Report" prepared during the day and the"Marketing 
Quota Section Copy" and "County Office Copy" of all Forms 40-Tob-54, 
Bill of Nonwarehouse Sale, completed during the day to the field officer 
in charge. The "Purchaser's Copy" of the memoranda of sale should be 
delivered to the warehouseman or dealer and should be kept by him to- 
gether with other records as provided in Sections 23, 24, and 30 of the 
Regulations. 


If any erasure or alteration hes been made on the marketing card, 
no memorandum will be issued unless such erasure or alteration hes been 
verified and initialled by a field assistant. 


No memorandum of sale will be issued unless it is presented with 
the marketing card. 


If any memorandum of sale is missing from a marxeting card and no 
entry has been made for that memorandum on the inside cover of the mariket— 
ing card, the marketing card will be considered void and will not be 
acceptable until the proper entries have been made. 


If a farmer presents a within quota marketing card to have a memo- 
randum of sale issued to identify a marketing of tobacco and the field 
assistant, warehouseman, or dealer has reason to doubt that the tobacco 
was produced on the farm for which the marketing card was issued, he 
Should require the farm operator to sign the certification on the back of 
the county office copy of the memorandum of sale; and, if a similar question 
arises in case of an excess marketing card the field assistant should require 
the farm operator to sign on the back of the county office copy of the memo- 
randum of sale. If the farm operator refuses to sign the memorandum or if 
the signature does not agree with the signature appearing on the inside 
cover of the marketing card, no memorandum of sale will be issued and the 
field assistant should forward the marketing card to the field officer in 
charge, 


FORM 40-TOB-30, RECORD OF DISTRIBUTION OF MARKETING CARDS; FORM 40-TOB-51, 
WITHIN QUOTA LISTING SHEET: FORM 40-TOB-52, EXCHSS LISTING SHEET AID FORM 
40-TOB-33, FARM OPERATOR'S REPORT. cy 

Form 40-Tob-30, Form 40-Tob-51, Form 40-Tob-52 and Form 40-Tob-33 
are used in State and County offices of the Agricultural Adjustment Ad 
ministration. These forms are not used by warehousemen, dealers or 
field assistants. 
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FORM 40-TOB-34, REPORT OF INDICATED. VIOLATION 


Form 40-Tob-34, Report of Indicated Violstion, is to be used by the 
field assistant, or any other individual who hes information which leads 
him to believe that any tobacco has been or is being marketed under the 
marketing card for a particular farm which actually was produced on a 
different farm. This form nay also be used to reoort information indi- 
cating that any other effort has been made or is being made to evade the 
payment of penalty. 


In preparing Form 40-Tob-34, the name and address of the county 
agricultural conservation association or the field assistant's name 
and the market will be entered in the upper right-hand corner. The 
nemes and addresses of.all persons involved ‘and all information avail-~ 
able relative to the violation will be entered in the spaces provided 
on the form. The person reporting will sign in the space provided, 
enter the date and his title in the appropriate spaces and forward the 
original immediately to the field officer in Charge or to the Marketing 
Quota Section. The carbon copy may be retained by the person reporting. 


FORM 4010338, DE ALE BR's RECORD 

wee dealer ee tetessthaeleaa tobacco from farmers at any place 
other than a warehouse sale or who resells (in the form in which farm 
tobacco is ordinarily sold) more than ten percent of the tobacco pur-— 
chased by him will keen a record and make resorts on Form 40-Tobd-35, 
Dealer's Record, showing his purchases and resales of tobacco. The 
dealer will obtain Form 40-Tob-35 from a field assistant of the Mar- 
keting Quota Section. The dealer will supply the information required 
for the "Receipt for Dealer's Record" and when all the necessary in- 
formation has been entered, the dealer and the field assistant will 
Sign in the spaces provided on the Receipt and the fiéld assistant 
will detach the Receipt and forward it to the field Officer in Charge. 


~All purchases and resales of Burley tobacco made by the dealer 
will be entered in the Dealer's Record in accordance with the instruc- 
tions contained on the inside front cover. In making entries on any 
Dealer's Record the field assistant or warehouseman should be careful 
to see that the back cover of the record book is properly folded under 
the page on which entries are being made to avoid making impressions on 
the carbon copies of other pages. Both the warehouseman and field 
assistant should see that the eumulative total of the resales of the 
dealer are never in excess of the total purchases. If any dealer 
purchases farm tobacco that is subject to penalty the field assistant 
will enter the amount of penalty in the column headed "Name and 
Signature", following his signature. 


If any dealer resells tobacco which was produced prior to 1940, 
such fact should be clearly shown on the’ Dealer's Record. 


All Forms 40-Tob-35 on which entries have been made will be 
signed by the dealer and the yellow copies (40-Tob-35a) will be for- 
warded to the Marketing Quota Section at the end of the calendar week 
in which the transactions occurred. The white copies (40-Tob-35) 
will be retained in the record book as a permanent record. 
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FORM 40-TOB-36, AUCTION WARTHOUSE REPORT 


Warehousemen will prepare Form 40-Tob-36 for each sale day sum- 
Marizing the day's business. This form will be prepared as follows; 


1. Enter the sale date, the name of the warehouse, the ware- 
house registration number and State and the market in the 
Spaces provided, 


2. Enter the registration number and State and the name of each 
dealer and other warehouseman wno purchased or resold tobacco 
at auction during the sale day. The total vounds purchased, 
the gross price of purchases, the total pounds resold and the 
gross price of resales for each dealer will be entered opposite 
such dealer's name and registration number. 


3, Enter in the line numbered "1" (near the bottom of the report) 
the total pounds purchased, gross price of purchases, total 
pounds resold and gross price of resales for all tobacco 
handled through the warehouse leaf account for the sale day. 
Do not include any floor sweepings in this item. 


-4, Enter in the line numbered "2" the number of pounds and gross 
price of all floor sweepings (bundles, leaves or accumulation 
of tobacco) sold by the warehouse on this floor. 


5. Enter in the line numbered "3" the total of all the entries 
appearing above. au 


6, Enter in the line numbered "4" the regult obtained by sub- 
tracting the Resales from the Purchases. 


7, Enter in the line numbered "5" the total pounds purchased, 
the gress price paid, total pounds resold and the gross price 
of reesles for all tobacco purchased or resold for the ware- 
house leaf account at other warehouses and all tobacco pur 
chased from or resold to dealers for the warehouse leaf account. 


8. Enter in the line numbered "6" the number of pounds and gross 
price of all floor sweepings and warehouse scrap sold at other 
warehouses and to dealers. 


The warehouseman or his authorized representative will sign the 
report in the space provided and forward the original to the Marketing 
Quota Section not later than the end of the next following caiendar week, 
The carbon capy will be retained in the warehouse files and will be used 
by junior field officers together with the warehouse records in preparing 
the Warehouse Summary. | 
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FORM 40-TOB-37, REPOR’ OF PENALTIES 
Bach war ehouseman and dealer will prepare each week Form 40-Tob-37, 
Report. of Penalties. There should: be listed on the-report information. 
with respect to each Form 40-Tob-29, Memorandum of ‘Excess Sale, and. each 
Form 40-Tob-38 (Revised), Wendvedeaamne Suspended Sale, issued or completed 
during the week to show tobacco subject to penalty. If no penalty memoranda 
are issued or completed during any week the report on Form 40-Tob-37 for 
that week need not be meade unless specifically requested by the Marketing 
Quota Section. The letter "S" will be written beside the serial number of 
any memorandum of suspended sale which is listed on the Report of Penalties. 
The Report of Penalties will be prepared as follows: 


1. Enter the date of the last day of the week covered by the 
report, the name and address of the warehouse or dealer 
and the registration number in the appropriate spaces. 


_&. Enter in the appropriate columns the name of the form 
operator, the serial number of each excess memorandum of 
sale and the serial number of each memorandum of suspended 
sale completed to show penalty, the date the excess memo- 
randum of sale was issued or the memorandvm of suspended 
sale was completed by the field assistant, the total pounds 
of the sale, the precent excess and the amount of penalty. 
(The amount of penalty is determined by multiplying the number 
of pounds sold’ by the percent excess and the result by ten 
cents a pound.) 


3. Total the columns headed "total pounds" and "penalty" and 
enter the results in the spaces provided. 


4, Enter in the certification only the serial numbers of those 
memoranda listed on the report wherein an amount equivalent to 
the penalty wes not deducted from the purchase price paid the 
producer. Do not enter tne serial numbers of any memoranda 
listed on the report wherein an emount equivalent to the 
penalty was deducted from the purchase price paid the pro- 
ducer. 


Oo. The Report of Penalties will be signed by the warehouseman or 
his authorized representative, or by the dealer. The original 
of the report, accompanied by the amount of penalty shown to 
be due, will be forwarded to the Marixeting Quota Section not 
later than the end of the calendar week following the week 
covered by the report. ‘The carbon aay should be retained by 
the warehouseman or dealer. 

FORM 40-TOB-38 (Revised), REGISTER OF SUSPENDED SALES 

A record of suspended sales will be kept for each warehouse on Form 
40-Tob-38 Revised, Register of Suspended Sales. This register consists of 
a pad of 100 memorsnda of suspended sale and no pad will be used at- more 
than one warehouse, Each warehouse sales bill covering "farm tobacco" for 
which a memorandum of sale has not been issued by the end of the sale day 


=- 10° = 
will be-presented to a field assistant who will stamp such bill "Suspended" 
and prepare a memorandum of suspended sale (Form 40-Tob-38 Revised) for 
each suspended sale and enter on the warehouse pill the serial number of the 
memorandum of suspended sale covering such sale. The field assistant will 
enter on the "Permanent Copy" of the memorandum of suspended sale the date of 
sale, the number pounds sold, the gross price and the warehouse bill number 
in the spaces provided. The field assistant will enter in the appropriate 
spaces on the "Warehouse Copy" of the memorandum of suspended sale, the name 
of the producer appearing on the warehouse bill and the warehouse bill number, 
the number of pounds sold and the gross price. The number of pounds sold, 
the gross price, warehouse bill number, the warehouse stamp and the signature 
and title of the field assistant will be entered in the appropriate spaces 
on the "ii,Q.S. Copy" of the memorandum of suspended sale, The "permanent 
copy" and the "Warehouse copy" of the memorandum of suspended sale are to 
remain in the "Register of Suspended Sales" until the sale is removed from 
suspension and the "N.Q.S. Copy" will be detached by the field assistant to 
be used in preparing his daily report. If a field assistant is not available, 
the warehouseman may stamp warehouse bills "Suspended" and record them in the 
register of suspended sales as outlined above, 


If a marketing card is presented to a field assistant for the purpose 
of obtaining a memorandum of sale to cover a marketing of tobacco for which 
a memorandum of suspended sale has been issued, he will issue such memoran- 
dum of sale and stamp both the "Purchaser's Copy" and. the "County Office 
Copy" of the memorandum of sale "Suspended", and attach to the "Warehouse 
Copy" of the memorandum of suspended sale in order to keep them separate 
from the current day's memoranda of sale, and will enter on..the memorandum 
of suspended sale (on both the permanent copy and the warehouse copy" the 
serial number of the memorandum of sale and his signature and title. The 
warehouse copy of the memorandum of suspended sale will be delivered to the 
warehouseman with the purchaser's copy of the memorandym of sale after the 
field assistant's report for the day has been completed, 


If a field assistant is not available, the warehouseman may issue a 
memorandum of sale as outlined above from a Within Quota Marketing Card to 
cover a marketing of tobacco for which a memorandum of suspended sale has 
been issued, Both the "Purchaser's Copy" and the "County Office Copy" of 
such memoranda of sale issued by the warehouseman will be attached to the 
memorandum of suspended sale (Form 40-Tob-38 Revised) which will remain in 
the "Register of Suspended Sales" until detached by the field assistant. 


If no memorandum of sale is issued within four weeks after the date 
of marketing of the tobacco, the memorandum of suspenced sale will be com- 
pleted by the field assistant to show the sale subject to penalty and he 
will compute and enter the amount of penalty on the "Permanent Copy" and 
the "Warehouse Copy" of the memorandum of suspended sale. The field 
assistant will enter the warehouse stamp in the space provided on the 
"Warehouse Copy" snd enter his signature and title on both the "Warehouse 
Copy" and the "Permanent Copy" of the memorandum of suspended sale and 
will deliver the "Warehouse Copy" to the warehouseman, after preparing 
his ‘daily report. ; 
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FORM 40-TOB-39, FIULD ASSISTANT'S DAILY REPORT 


A report on Form 40-Tob-39 will be prepared covering the sales made 
at each warehouse for each sale day. The date of the sale day covered by 
the report, the name of the warehouse, the warehouse registration number, 
the name of the market, gross pounds sold and the gross price will be 
entered in the spaces provided in Section I, ‘The number of memoranda 
issued, number of pounds covered, the gross price and the amount of penalty 
for this sale day will be shown in Section II. (the totals for Forms 40-Tob- 
50, 40-Tob-29 and 40-Tob-38, Revised, will be entered separately in the 
appropriate spaces). The total number of memoranda issued, number of pounds 
covered, the gross price, and the amount of penalty on previous farm sales 
which have-been cleared from suspensions since the last preceding report 
will be entered in Section III. The serial number of each memorandum of 
sale subject to penalty and each memorandum of suspended sale completed to 
show the sale subject to penalty should be entered in Section IV under the 
heading "Remarks", 


In preparing the daily report, the field assistant will total 
separately all Forms 40-Tob-50, 40-Tob-29 and 40-Tob-38 (Revised). Hach 
of these forms will be sorted into groups of one hundred, If any group 
contains fewer than one hundred forms the exact number of such forms will 
be entered on the adding machine tapes used in totalling the pounds and 
price. All memoranda of sale will be retained in the order in which they 
were added. to facilitate checking the items on the taves. Hach adding 
machine tape will be folded around the applicable memoranda of sale and will 
be held in place by rubber bands. 


The field assistant will sign the report and forward the original 
report and the first carbon copy, together with the county office copies 
of all memoranda of sale issued and the adding machine tapes used in de- 
termining the totals for the report and the "Merketing Quota Section 
Copy" and the "County Office Copy" of Forms 40-Tov-54 and the "u.Q.5. 
Copy" of all memoranda of suspended sales issued to the field officer 
in charge.. The field assistant will retain the second carbon copy of 
the report. 


Junior field officers will check the reports of field assistants 
and will assist field assistants in preparing these reports when time 
permits after the completion of other duties. 

FORM 4-0-Tob-40, WARHHOUSE SUMMARY 

Junior field officers, with the aid of field assistants (when 
available), will summarize warehouse accounts on Form 4C-Tob-40 as often 
as possible to determine that memoranda of sale have been issued to cover 
all marketings of farm tobacco, This check will involve the balancing of 
buyers! purchases (including purchases for the warehouse leaf account) 
with total sales (including farmers! sales, resales by dealers and sales 
for the warehouse leaf account). 
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Junior field officers will check periodically the memoranda of 
sale and the record of suspended warehouse bills against the warehouse 
floor sheets and other records for a particular day to determine that. 
such records are in proper agreement. | 


FORM 40—Tob—41, APPLICATION FOR RETURY OF PENALTY © 


$$$ 


Form 40-Tob-41 will be prepared by the county office and the pro- 
ducer who makes application for return of excess penalty. 


FORM 40-TOB-54, BILL OF NONWAREHOUSE SALE 

Form 40-Tob-54, Bill of Nonwarehouse Sale, will be executed by the 
buyer and farm operator to cover each marketing of tobacco at any place 
other than a regular warehouse auction sale. If the marketing occurred 
prior to the issuance of a marketing card for the farm, the Bill of Non- 
warehouse Sale may be presented to the county office for execution of 
the "Certificate of County Office" and the issuance of a memorandum of 
sale, If a within quota marketing card has deen issued for the farm, 
the dealer (or warehouseman) may issue a memorandum of sale at the time 
of purchase. 


Form 40-Tob-54, Bill of Nonwarehouse Sale, will be prepared as 
follows: 


1, Enter the name of the county and the farm serial number in 
the upper right-hand corner. 


2. Enter in the space provided the date of preparation of the 
form, 


3. Enter in item 1 the name and address of the farm operator, 

4, Enter in item 2 the name of dealer and his registration 
number and State. Also enter the name of the person making 
the purchase if other than the dealer. . 


5. Enter in item 3 the answers to the following questions: 


(a) What is the actual weight? If not know, what is the 
estimated weight? 


(b) What was the gross orice paid for the tobacco? 


(c) If a memorandum of sale is issued what is the serial 
number? 


6. The farm operator and the buyer will sign the certification 
in item 4 and the signatures will be witnessed by a dis- 
interested party. 


if 


o 


2 ae 


%, The county office will execute item 5 if presented before 
a marketing card is issued for the farm, 


8. The buyer will execute item 6 and deliver the original 
and county office copy of the Bill of Nonwers‘ouse Sale 
to the field assistant together with both parts of the 
memorenaum of sale, unkess the "Certificate of County 
Office! has been executed, in which case only the "Mar- 
keting Quota Section Copy" of the Bill of Nonwarehouse 
Sale need be delivered. 


FORM 40-TOB-45, CORRECTION OF MEMORANDUM OF SALE 


Form 40-Tob-45 is to be used by field assistants for correcting 
memoranda of sale on which any error occurred at the time of issuance. 
In preparing this form the field assistant will enter the Form number 
(50 or 29) of the memorandum which is in error, the serial number of 
such memorandum, date issued, date of sale and the warehouse pill(s) 
number in the spaces provided. In the box appearing beneath the word 
"From! the field assistant will enter the information shown on the 
original memorandum of sale. In the box beneath the word "To the 
field assistant will enter the correct information. The name of the 
farm operator, address of county agricultural conservation association 
and farm serial number, and the reason the correction is being made 
will be entered in the spaces provided. After signing and entering 
the current date the field assistant will deliver the "Warehouse Copy" 
to the warehouseman and forward the "Marketing Quota Section Copy" and 
"County Office Copy" to the field officer in charge. 

FORM 40-TOB-55, TRANSMITTAL SHEET 

Form 40-Tob-55 is used as a receipt for forms distributed by field 
officers to county offices and will not be used by field assistants, 
warehouseman or dealers. 


FORM 40-Tob-53, DAILY TOTAL WARBHOUS# SALES 


Form 40-Tob-53 is used by the Marketing Quota Section to chart 
market trends. It is highly important that the form be completed and 
mailed as promtply as possible. In preparing this form the field 
assistant will stamp the name and address of the warehouse and the date 
in the space provided. The total pounds sold and the gross price will 
be obtained from the warehouseman at the end of the sale day and entered 
in the spaces provided, The field assistant will then affix his signa- 
ture and mail the form immediately to Mr. J. H, Thigpen, Chief, Marketing 
Quota Section, A.A.A., Washington, D. Gs 
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Under the instructions, all réports of indicated violat Ng 
the Burley tobacco marketing quota regulations are made either to 
field officer in charge for the Marketing Quota Section or directly to 
the Marketing Quota Section in Washington. Hach report of indicated 
violation received by the Marketing Quota Section in Washington is for- 
warded to the proper field officer. In order to expedite the handling 
of these reports and to strengthen the enforcement of the marketing quotas, 
the following procedure has been agreed uncon: 


1, Preliminary action upon reports of violation to be responsi- 
bility of field officer. The field officer will examine each report of 
indicated violation received by him and if the investigation requires 
work with county office records or representatives of the county office, 
the field officer first, shall notify the State office by telephone or 
telegram in order that the Strte office mry assign one of its represen- 
tatives to assist in the investigation; and, second, shall forward to 
the State office a copy of the report of indicated violation, the name 
of the person assigned by the field officer to investigate the case, and 
the date upon which such person is to begin the investigation. 


If in any case the field officer believes that the investigation 
should be made by the State or county office without action by a repre- 
sentative of the Marketing Quota Section, the field officer shall so ad- 
vise the State office, which shall then have the responsibility for the 
investigation. 


The field officer may assign a person working under his super- 
vision to investigate a case without bringing the case to the attention 
of the State office, first, if the investigation relates primarily to the 
activities of a tobacco eee stnan or dealer, and second, in any case 
where it appears that the investigation will consist chiefly of the 
interviewing of persons having knowledge of the violation and obtaining 
Statements with respect to the violation without the need for use of the 
county office records or assistance of county office employees. In case 
of investigation of a warehouseman or dealer, information may be requested 
from the county office records or county office representatives without 
prior notification to the State office with respect to the investigation. 


2. Report of investigator. Each investigator shall make a report 
to the field officer, except in cases where an investigation is made by 
the State office alone. In case of joint investigation by representatives 
of the Marketing Quota Section and the State office, a joint report shall 
be submitted by one of such persons, who shall state that the responsi-~ 
bility of making the report was assigned to him. In case of a joint report, 
one copy shall be forwarded to the State office snd one copy to the field 


RE, 


officer. If an investigation is made by the State office alone, a copy 
of the report thereon shell be forwarded by the State office to the 
Marketing Quota Section. 


3. Report anc investigation of cases after completion of market- 


ings from the farm. When the records of marketings of tobacco from farms 
are returned to the county office, the county office will make summaries 
of the marketings from the farms, and will review the marketing figures 
from all-farms in the county. The county office will report to the State 
tfice any cases where it appears there has been failure to give a proper 
accounting of the disposition of tobacco from the farm or violation of 
the marketing quota regulations otherwise. If the county office has 
eason to believe thet tobacco produced on one farm was sold under the 
marketing card for another farm, the names of the persons, the marketing 
cards, and farms involved will be reported insofar as the county office 
has information relating thereto even though definite proof may not have 
been obtained with respect to such marketings of tobacco. In case of 
any report relating to a furm which received an Excess Marketing Card the 
county office should include a cony of Form 40-Tob-33, "Farm Operator's 
Report", filled out as far.as possible. | 


the State office will consider cases reported from the county 
office and, after. causing such investigation of each case as it deems to 
be appropriate, will report the caso to the Marketing Quota Section. 


4. Recommendation of action in cases investigated. Whenever a 
report upon the investigation of a case is received by a field officer 
or by the State office, the report should be examined to determine whether 
any further action in the case is necessary. If further action appears 
to be necessary, the field officer or the State office shall forward the 
report on the case to the Marketing Quota Section with its recommendation 
for action thereon. The Marketing Quota Section, upon receipt of the 
report, will recomménd any investigation or legal action which may 
be needed to obtain collecvion of any penalty due. The Marketing Quota 
Section also will forward through the regional director formal notice 
with respect to any reduction of a farm allotment for 1941 which is 
required because of violation of the regulations. 


A list showing the names and addresses of the field officers of 
the Marketing Quota Section and the markets supervised by each is attached. 


io 


MARKETING QUOTA SECTION 


The following Field Officers, Marixeting Quota Section, are in 


charge of the markets as shown: 


Mr. C. W. Wingfield, 

Hield Officer, 

Marketing Quota Section, A.A.A., 
Dairy Building, 

University of Kentucky. 
Lexington, Kentucky. 


Carrotiton, Ky. 
Covington, Ky. 
Cynthiana, Ky. 
Danville, Ky. 
Harrodsburg, Ky. 
Lexington, Ky. 
Maysville, Ky. 


Mrs g sb. hacy, 

Field Officer, 

Marketing Quota Section, A.A.#., 
County Agent's Office, 
Hopkinsville, Kentucky. 


Bloomfield, Ky. 
Bowling Green, Ky. 
Camp Taylor, Ky. 
Glasgow, Ky. 
Greensburg, Ky. 
Hopkinsville, Ky. 
Horse Cave, Ky. 
Lebanon, Ky. 
Louisville, Ky. 
Cwensboro, Ky. 
Shelbyville, Ky. 
Springfield, Ky. 


Mrs RK. M. Winn, 

Field Officer, 

Marketing Quota Section, A.A.A., 
Post Office Building, 
Greeneville, Tennessce. 


Greeneville, Tenn. 
Johnson City, Tenn, 
Knoxville, Tenn. 
Morristown, Tenn. 
New Tazewell, Tenn. 
Rogersville, Tenn. 


Mt. Sterling, Ky. 
Paris, Ky. 
Richmond, Ky. 


Huntington, W. Va. 
Madison, Ind. 
Ripley, Ohio. 


Carthage, Tenn. 
Columbia, Tenn. 
Fayetteville, Tenn. 
Franklin, Tenn. 
Gallatin, Tenn. 
Hartsville, Tenn. 
Mt. Pleasant, Tenn. 


New Albany, Ind. 


Weston, Mo. 


Abingdon, Va. 


Asavilie., Nc; 
Boone, N. OC. 
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